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18 October 1985

MEMORANDUM FOR: Executive Director
Deputy Director for Administration
Deputy Director for Intelligence
Deputy Director for Operations
Deputy Director for Science and Technology

FROM: Chairman
DCI secretarial/Clerical
Management Advisory Group

SUBJECT: Secretary of the Year

REFERENCE: Memo to Directorates, fm DCI S/C MAG
dtd 30 Oct 84, Same Subject

1. The DCI Secretarial/Clerical MAG is beginning to plan
for the second annual Secretary of the Year Awards. A
Headquarters and field notice will be distributed in November
announcing nomination procedures and criteria for the awards.

2. All nominations must be received by the DCI S/C MAG by
10 January 1986. 1I will then forward all nominations to the
appropriate directorate or to the DCI area. We request that you
or your Senior Secretarial Panel review the nominations of your
Directorate's candidates and forward the top five to the DCI S/C
MAG, 6G42 Headquarters, by 21 February 1986.

3. The MAG will continue to serve zs the final selection
board, and the 1985 winners will be invited to participate. We
plan to announce the winners in early April so that appropriate
arrangements can be made for the presentation of the awards to
the winners during National Secretaries' Week.

4. The Agency Secretary of the Year Award of $5,000 will be
funded by the Office of Personnel. Agency policy stipulates that
awards of $1,000 and under be provided by each Directorate. Last
year the directorates provided the $1,000 directorate award as
well as any TDY travel money. We will contact each directorate's
Honor and Merit Awards Board to make arrangements.

5. If vou have anvy questions, please contact me
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MEMORANDUM FOR: Executive Director

FROM: LtﬁUCTSéC?‘étaJ
airman, jal/Clerical

Management Advisory Group

SUBJECT: Secretary of the Year Awards

REFERENCES:

1. The DCI, DDCI, and Executive Director have approved the DCI
Secretarial/Clerical MAG's proposal for Secretary of the Year Awards that
we submitted to you last summer. A Headquarters notice will be
distributed in November announcing nomination procedures and criteria for
the awards.

2. A1l nominations must be received by the DCI S/C MAG by 11 January
1985. The MAG will then forward all nominations to the appropriate
directorate or to the DCI area. We request that you or your Senior
Secretarial Panel review the nominations of your Directorate's candidates
and send the top five to the DCI S/C MAG, c/o 1G 23
Headquarters, by 20 February 1935.

3. The MAG will select from the 25 finalists the Agency Secretary of
the Year and a Secretary of the Year for each directorate and the DCI
area. We plan to announce the winners in early April so that appropriate
arrangements can be made for the presentation of the awards to the winners
during National Secretaries Week.

4. The Agency Secretary of the Year Award of $5,000 will be funded by
the Office of Personnel. Agency policy now stipulates that awards of
$1,000 and under will be provided by the directorate. The Comptroller's
office has suaqgested that the $1.000 awards and any TDY travel be provided
by the directorate. wWe wiii Contact eacn dirveiurale s ulor and Herit
Awards Board to make the arrangements.

5. If vou have any questions, please contact me or Vice
Chairmaﬁ ‘ , :
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